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CORRESPONDENCE HANDBOOK 


INTRODUCTION 


A. PURPOSE 

Uniformity is essential to effective records 
management practices and is basic to efficient 
correspondenaje administration. Uniformity pre- 
vents confusi|on and misunderstanding in the actual 
implementation of procedures and thus speeds pro- 
duction. Uniformity means easier and faster recall. 
It increases benefits through more effective person- 
nel utilization. The purpose of this Handbook is 
to provide such uniformity in the preparation and 
handling of Agency memorandums and letters. 

B. SCOPE i 

The Handbook covers only memorandums and letters 
of a common concern to all Agency components. Any 
special correspondence requirements are provided in 
various supplements. Regulations for these special 
types of correspondence are issued by the Agency 
component inVblved. Each Agency component is to 
establish intra-office procedures and correspondence 
control systems . Such a program is under the direc- 
tion of the component Records Management Officer. 

All suggested; changes and revisions to th#s Handbook 
should be referred for review and analysis to the 
Record Management Officer in the component and then 
to the CIA Records Administration Officer. 

C. FORMAT 

The material in this Handbook has been arranged 
in the order which it would be considered by the 
writer or typist. Each "Part" is followed by illus- 
trations of the forms and formats described in the 
text. The Handbook is in loose leaf form to allow 
insertion of changes. 
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PREPARATION OF MEMORANDUMS PART 1 


A. General 

Memorandums are used for correspondence within 
agencies. The memorandum format may be used for 
corresponding with: 

Agency components 

Other government agencies (if informality is 
appropriate; 

B. Stationery 

1. Use G|A LETTERHEAD (or CIA Letterhead— Office 
of the Director or Deputy Director) stationery when 
addressing government agencies if correspondence is 
to be in memorandum form. 

2. Use PLAIN BOND when addressing the Director, 
Deputy Director of Central Intelligence, Executive 
Director, tie Deputy Directors of each component, and 
is prefe rred in m ost Ag ency memorandums. 

3. Use form 1132, MEMORANDUM OF CONVERSATION, to 
record conversations with officials outside the 

Agency whenever the Direct or ;or a Deputy Director 

is a participant or the conversation is of sufficient 
importance to be brought to their attention. 

4. Use Fjrm l95^ for MEMORANDUM FOR THE RECORD, 
to record important conversations, dftta, or events 
when the use of Form 1132 or other form of record 
is not apprepriate. 

5. Use Ftrm 1831, SPEED LETTER, a three-part form, 
no carbon required paper for simplified informal com- 
munications within the Agency . 



f 
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PART 


PREPARATION OF MEMORANDUMS 


C. Copies Required 


I* Copies should be kept to a ainiaua. The official record copy 
should be prepared on yep low tissue. General ly, preparation will bet 


Original 

Tissue 

Yel low Tissue 
White Tissues for 


—Addressee 

— Courtesy copies (as necessary) 

—yellow or official record copy 

—each information addressee* 

—Coordinating officer(s) 

—[two if signer is OCI, ODCI, or DOS) 

— Cny additional copies as necessary for internal 
distribution 


Blue or green tissues -chronological copy for originator 

2. Copies the* i 

fast copy machine proce 
particular office oust 
reproduction saster. 


for intra-office use say be reporduced by 
i, but aeaoranduas for forwarding outside the 
prepared by typewriter) or on a n aultilth fl 
randus reference aay be reproduced or typed. 


D. Margins 


When using plain bond pr Agency letterhead, set the left Margin of the 
text flush with the word; "SUBJECT*. Allow at least one inch for the 
aargia at the right side: and at the bottoa of the page. Margins on suc- 
ceeding pages will correspond with those of the first page. Typing will 
begin ten or twelve lined free the top of the page. 

E. Oats 

The date will be left blank when the aeaorandua is to be signed in 
another office, or when |t is not to be signed the day it is typed. 

If the date is included,! type it flush with the right aargin about 
nine lines froa the top of the page. The date aay be either typed or 
stamped. It is expressed in the following sequence* day, month, and 
year— as 30 November 1 363 . 

F. Preparation 

- I. When using letterhead or plain bond, the date is placed accord- 
ing to the length of the!aeaorandNa flush with the right aargin, if 
it is to be entered. Fijre lines/ below the date line the headings 
MEMORANDUM FOR, THROUGH [as appropriate), ATTENTION (as appropriate), 
SUBJECT , and REFERENCE (sj are typed in caps, flush with the left mar- 
gin. The addressee, thefsubject and the reference lines are typed In lower 
ease with initial eapstCo lines apart. An example follows./ J 
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Prep ax at ion of Memorandums Part I 

Example : 



) + 3 / 
c r- 

if*** 


MEMORANDUM FOR: Deputy Director for Support 
THROUGH : Director of Logistics 

Request^ for Additional Space* headquarters 


SUBJECT 


REFERENCES 


(a) 

0 >) 


HR 

HR 


dtd 1 Apr^ 62 
dtd 9 May 62 


2. A memorandum may be prepared for multiple addressees. The use 
lltiple addressee memorandums is encouraged to minimize preparation 
of individual correspondence. Th e- ad dx e ssees -a rc list e d following 
'‘ MEMORANDUM Example: 


MEMORANDUM FOR: 


SUBJECT 


Director of Finance 
Director of Personnel 
Director of Logistics 

Space Allocation for the Office of 


\X 


3. If there is not enough space for the names of the addressees v* ' . 
type "see list below:" and lipt the addeesssees flush with left margin 
two spaces below the title of the signing official or the attachments 
Example : 


Ufl L l) 


Addressees: 

Director of 
Director of Personnel 
Director of Logistics , 



Official's Name 
Director of - Gcmmuni eationa 




4. If the list of multiple addressees is extensive and space at the 
end of the correspondence is limited, the listing may be made on a sep- 
arate page properly identified. 


5. The format for a speed letter is preprinted. The contents of 
this form may be typed or handwritten. It is used for informal, internal 
correspondence . 


G. Body of Memorandum 


1. Begin the body of a, memorandum four lines below the subject line 
or reference line. Paragraphs are numbered and single spaced unless there 
is only one paragraph which is eight lines or less. If the memorandum is 
two or more paragraphs in length, primary paragraphs are numbered 
consecutively, with the Arabic numerals, SubjBMtgraphs are identif ie d 
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Part I 


Preparation of Memorandums 


alphabetically and numerically. The pattern for paragraphed ^is as JUamA*** 
follows ; 6 * 

1 1 ., - , 


Oii— 


(a/ 


c^M 


.1 0S» 


£<4^4 /• 


l»v 


1 / 


« n*t 

fki.1 w " 


I J&O 


/a. 


2. On a memorandum addressed to the Dlro etgg' , or the Deputy Directors 
of of the Agency components:, the opening paragraph shall be worded 

clearly to indicate whether the memorandum is forimnformation only, 
suggests action on the part of the addressee, or contains a rec- 
ommendation for approval. The suggested action or recommendation 
may be included either in the opening paragraph or in subsequent 
paragraphs which must be specified. 


3. When the memorandum contains a recommendation for approval, which 
requires action by an offical other than the addressee, these words 
will be typed on the original and all copies below the signature: 


The recommendation contained in paragraph is approved. 

( Alline for the addressee's signature and a date line will 
be provided.^ 

4. Short quotations of less than two lines are run into the text, en- 
closed with quotation marks. Longer quotations are indented five * 
spaces from the left and right margins; quotation marks are used. 1 -" - 

H. Succeeding Pages /■o- v 


1. Plain stationery is always used. Succeeding pages are numbered with 
Arabic numerals, centered three-fourths inch from the bottom of the 
page. 


2. Begin the body of the memorandum ten or twelve lines from the top 
of the page. 


3. If the body of the memorandum is completed so near the bottom of the 
page that there is no room for the signature, at least two lines of 
the last paragraph are Carried over to the last page with the 
signature. 


■f 


The Sommand (or ^ 


Authorit^} Line 


The command line /[is used only when the individual signing the 
memorandum has been delegated the authority to do so for a higher 
official. The command line is typed in caps two lin#s below the 
last line of the text f^ush with the left margin, followed by a 
colon (e.g., FOR THE DIRECTOR OF ^appropriate -t itlerj-r — 

ct, t~ ‘XvlhL L. t } J 
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1 FOn 0EE1C1AI list OW f 


Preparation of MeffidriinfcMl Part I 


J. Signature uni il»!e 

The signer’s r. tine ami title are lyped five lines below the last line 
of the text or the command line. The name is typed in initial caps, 
except for tl» JJijri>jotaE|, *r> spaces to the right of the center of 
the page. The tltlfe$j peaterei or Talooked below and typed in 
initial caps only, ijrhe title may be placed 3n twd lines to achieve 
the best appearance. Example: 

(5 Cpacea) 

Joseph J. Joseph 

j Chief, Appropriate 

Division or Staff 

X. Attachments 

Type “Att” flush with the left margin two spaces below the 
signature. If more than one attachment, use “hits” preceded by the 
number. The attachment identification information will be listed 
immediately below the word “Att.” Example: 

2 Atts 

Att 1: Salary Chart (2cys) 

Att 2: Retirement PamphlCG '.ley) 

L. Separate Cover 

When material is to be s e nt under separate cover, type “Separate 
Cover” flush with the left margin tv/o lines below the signature line. 
Beginning on the next line, list all Items to be sent. Example: 

3 Separate Cover 

Att 1: Blueprints of Bldg. X (2cys) 

Att 2: Contract for electrical changco i-iejo) 

Att 3: List of dquipmsnt (Icy) 

M. Distribution of Copies 

1. When it is desirable to indicate to an addressee that other 
persons or agencies are to receive copies, type lower case “cc” flush 
with the left margin two lines below the last typed line. List the 
recipients. Example: 

cc: The Secretary of State 

The Secretary of the Army 

2. Type the distribution of the original and all copies only on copies 
to be retained in the Agency. 

FD« mm mm 

ApprovedFor Release 2009/04/10 : CIA-RDP74-00005R00020016000h4 _ “ 


V 


Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160001-4 


Pffll-t 


PREPARAT I OH OF MEMORANDUM 


J. Type the word, "Distribution,* two lines below the last typed 
line of the memorandum, l,e., the signature, attachments, etc. Be- 
low, list the original anf copies asi 

Distributions 

Orig & I — Addressee 

1 — OL - (yellow official record copy) 

2 — DDS 

X — as required! 

N. Identification of Originator 

1. The identification Shall consist of the syabol for the origi- 
nating office, the writers name, the typist’s ini tUls, and the date 
the eeorandua was prepare^. The identification is to be typed only on 
copies retained in the Agsncy, and to be flush with the left margin 
two spaces below the last; typed line in the following Manners 

Oi - J. Joseph * te(2 No* 1 569 ) 

2. Mien the originator; feels sows discussion may be necessary before 
the aeoorandua is signed, his telepohone number nay be shown immediately 
after the typist’s initials separated by a diagonal (/ 2345 J. 

0. Defense Classification and Control Markings 

1. If the memorandum contains classified information, the proper defense 
classification will be stepped at the center top and bottom of each page. 

2. Other indicators, such as Group I, or warnings shall be stamped at the 
bottom of the first page of all copies. 


P. 


Concurrence 

When concurrences are needed, special concurrences lines will be pro- 
elded. These will be shopn by typing concurrence flush with the left 
margin four lines below t|i signature line. To the right of the con- 
currence signature, type A solid line for the date. Examples 


CONCURRENCES 
Director of ■ Personne I 


Director of Logistics 


Official’s Name 
Director of Security 

(4 } 


(5 He**) 
(5 IlnecT 


DIPT 


Date 
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Q. Coordination 

1. The originator of a memorandum will determine the 
extent of coordination required, consistent with geographic, 
operational, and support considerations. 

2. Coordinating officers, within their spheres of respon- 
sibility, will determine whether a memorandum is consistent 
with approved plans, policies, and procedures. Coordinators 
will sign the (yellow) official record copy. 

R. Release 

When established by internal component or other Agency 
requirements, releas# of correspondence will be accomplish ed 
as a form of co ordination./ Release ge nerally implies approval 
of the contents of tike memorandum by an authority having pri- 
mary jurisdiction over the subject concerned. To indicate 
release to the signet the orginator should intial the (yellow) 
official record copy near the Identification line (see Para. 

N above). Other official releaseindications will be specified 
locally. 

S. Memorandum of Conversation 

When reporting conversations the Memorandum of Conversation, 
Form 1132 or a Memorandum for the Record, Form 1954 should be 
used. An original and one copy will be forwarded to the office 
of the Director. In addition, a three sentence summary will be 
prepared and forwarded to the Director's office immediately after 
important co nversa tions or meetings. 

STATINTL Consult HR for use of memorandums ; see EXHIBITS 3 and 4 

for proper procedures in the preparation of these forms. 

T. Staff Studies 

The basic format for staff studies is: 

I. Statement of the Problem 

II. Background 

III. Discussion 

IV. Conclusions 

V. Recommendaiions 

7 
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U. Memorandum Processing 

1. After a memorandum has been released, dated, and if 
necessary, reproduced by the appropriate office, it will 
be assembled in the following order and forwarded; 

a. Copies for the addressee 

b. Copies to be sent to information ad dr essees 

c. (Yellow) official record copy 

d. Headquarters file copies 

2. Attachments forwarded with the mEmorandum, either to 
the action addressee or to information addressees, should 
be firmly attached to the appropriate copy of the memoran- 
dum §see Correspondence Handbook, Part®, Assembling 
Memorandums for Forwarding). 
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Pt t 


Preparation of Siaorandue® 


EXHIBIT I 


2 March 1^9 


Toi 

Subject! 


Olroctor of Training 
Correspondence Training Manna I 


fi. Recent discussions Indicate that stenographers 
iid twist, find It difficult to deternl ne -hen to use 
Letterhead or Plain Bond stationery In the preparation 
of Maorandufeu 

2. general ly» infonwl correspondence say be pre- 
pared on either for. of stationery. >•'•" ***?*’ 
Director level either for. Is proper, letterhead 
stationery may be used for correspondence above that 
level and for informal communications to a counterpart 
I (^another aheney. A check of Part I, Para. B, entitled 
■Stationery*^.! II aid the typist In selecting ^e proper 
stationery. Also, the writer »ay express a preference 
for a particular typo of stationery In certain Instances. 

o 1+ Is anticipated that Information and Exhibits 
contained i. this HaSttook will «.t the need, of «st 
routine problems. 


Official's Name 

CIA Records Administration Officer 

2 Atts 

Att It Exhibit - I 

Att 2t Correspondence Handbook 

Distribution! 

0r,a 1 ! : 5JS. 


fn„ nn f fvme distribution on orlgl 




oAtMsfm.w mn! 
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Preparation of M eao ra ndu— 


Part t 


EXHIBIT 2 


CENTRAL I NTELLIQENCE AGENCY 
Washington, 0.0. 20505 


(data signed) 


ME MORA NO UH FO 81 Deputy Chief of Naval Operations, Air 
Dapartaent of tha Navy 

SUBJECT t Manor and an Foraat 


I a This (0 an axaapla of a aeaorandua addrassed 
outs I da tha Agency prpfared for tha signature of tha 
director of adlvislokol* staff. 

2. Tha typist will prapara an original and coor- 
tosy copy. I ^appropriate, on CIA Lottarhaad stationary 
for tha addressee) a yollow tisaoo copy for tha official 
racord copy) And whlta tiaaaaa for any additional Intor- 
astad parsons, Tha originator should datsroino tha dis- 
tribution of liny oxtra cop i os. 

3* Uni ass I ns true tad otherwise, an unclassifiad 
■anorandua nay ba anclosad in a plain anvalopa. If tha 
correspondence is classifiad. Indicate tha conplata ad- 
dress, tha rod* number (on 2 separata envelopes), the 
Inner envelop^ should contain the sane classification as 
tha docuaent) then attach a courier receipt. Font 240. 
Reaenber also to include a document receipt. Fora &I5, 
if appropriate) do not seal the envelope(s). 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE! 


Signature 

Title 

Distribution! 

Orig & I - Adse 

I - official record copy 
X - as required 


(Type distribution only on copies for CIA) 
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PART I 


pbpp abit inn nr MEHOBAHauMS 


exhibit 3 


CENTRAL INTELLIGENCE AGENCY 


MEMORANDUM OF CONVERSATION 


OATEi Actual date of 
conversation 

Enter the topic discussed* If more than one subject 
was covered, each should be listed* 

Procedure* concerning aaintenance of source security 
apply in listing the participants. 


Need-to-*sow principle must apply. 


I* This is to be (tied in reporting conversations with Individu- 
als outside the Agency. The fora need not be used If the 
conversation is aade a part of the ainutes of a meeting, reported 
in an intelligence inforaation report, or is recorded in another 
fora of aeaoran<ltia. 

2 . If the Director or Deputy Oirector of Central Intelligence is a 
participant, the original and all copies are submitted to the 

Olfactoc for approval of the substance and the distribution. 

BAMr | Memorandum of Conversation will go to the appropriate 

SETer or Deputy Chief of the Division or Staff concerned} sub- 
mit the original copy only for approval of the substance and 
the distribution* 

3 . A three-sentence summary, when appropriate, should be prepared 
and dispatched to the addressees' office immediately after the 
meeting or conversation, particularly of those which may deter- 
mine or affect policy or which should be brought to the attention 
of the Director* •, 


for* no 1132 

1 f*i> 57 (11-23-36) 


SUBJECT 1 
PARTICIPANTS! 

COPIES TOi 




\0i 


II 
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PREPARATION of MEMORANDUMS 


PART I 


EXHIBIT 3 CONT. 


4. When a aenorandun ia lodger than one page, use plain 
white bond for the succeeding pages. Begin numbering with 
the second page. 


Signature 

Title 

The recommendation contained In paragraph 4 is approved. 


Richard Heims ““Kite 

Director of Central intelligence 

Distribution! 

Orlg i I - Originator (OCI or DDCI when appropriate) 

I - OS/ v (yellow official record copy) 

I - as required 

OS— J. Jonest te(date) 

-» - L - 





(Distribution shown on original and approval papers only.) 
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FOX- THE SECC‘:D • ‘ 


15 February 1 36 3 


Mating with XXX 


I* A Men orandun for tho iesord will bo prepared to record 1 aportant 


conversations, data, or events when wee of For* II 32 or other fonts 


of record are not appropriate* 


2. Wien the aeaorandua concerns a nesting, list the participants* 


also , note tf any action t's necessary or If any coenlttaents were 


aade* 


3 * Identification synbola of the originator wl 1 1 be indicated even 


thowgh the signature of the signing official Is not the sane. 


• Distribution of all copies will be shown on the original and all 


copies* The original and one copy will be forwarded to the Chief or 


Deputy Chief of the respective Division or Staff* 


3* It is to be weed pr I eerily to note phone tips and office visits 


concerning Interviews, probiens. Inquiries, e.te* 



OFFICE AND TITLE 


Division qr Staff, Chief, Appropriate 




cs.A'-.-. :r 1 -.at sou 


Joseph J* Joseph 




^5 ’ V 
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PREPARATION OF MEMORANDUMS 


PART I 


Secret 

{When filled in) 


SPEED UTTER 


Reply Requested ] Current date 


y YES 


letter Ho. 
OMIT 


To i 0/Log 

Attn > OL-Executive Officer 


From i Chief, Records Division 


The Speed Letter can be used for informal correspon- 
dence within an off i cet. OelSjJeopy is retained by the origina- 
tor; - two go forward. Tf a reply is expected, the responder 
makes the reply on the lower half of the form. He keeps one 
copy for his file and sends the original back. When the 
original is received, the suspense copy may be destroyed. 


signature 


REPLY ’ C ( A'^ 

OJc^C luc 

wL frix 'Itcll'y/ / b u L'^ 7 ^-/L fc<f 


signature 


return to originator 
SECRET 

responder's fi le 
SECRET 


[ form 
-M.I83I 


origi nato&suspense 
SECRET 


Three-part/Actual size 8" x 10^ 
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CORRESPONDENCE HANDBOOK 


PART II 
PREPARATION 
OF 

LETTERS 
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Preparation of Letters 


Part II 


INDEX 


A. 


B. 


C. 


D. 


E. 


F. 


G. 


H. 


I. 


J. 


K. 


L. 


M. 


N. 


0. 


P. 


Q. 


R. 


S. 


T. 


General 

Stationery 

Number of Copies 

Margins 

Date 

Reference Lines . 

Address 

Attention Line 

Salutation 

Body of Letter 

Succeeding Pages 

Complimentary Close 

Signature and Title 

Enclosures 

Distribution 

Identification of Originating Office ... 

Classification / 

Special Postal Service 

Typing Measurements 

Government Business Letter 


Page 

/ 

/ 

I 

1 

~cL~ 

~2 

'Z 

2 

3 

-J 

f 

(A 

t r 

A 

6 
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40B 

Part II Preparation of Letters 

E. Date 

Letters will be dated when signed. When the date is to be in- 
cluded, type it u'.o to six lines below the last line of the address in 
the letterhead, depending or. the length of the letter. Type the 
date to end flush with the right margin. The date is expressed by 
. day, month, and year without punctuation — 15 February 1969 } 

F. Reference Lines 

1. If reference lines are needed, type “In reply refer to,’’ in the 
upper right of the page, two spaces "a flew ths date line. Immedi- 
ately below, type the reference symbol. 

2. If the addressee’s reference is to be included, type “Your refer- 
ence” two spaces below the date line or two spaces below sender's 
reference. Example: 

3 June 1969 ' 

In reply refer to: 

OS -M-65-493 

Your reference: 

Per Mgt— A 


G. Address 


Type the address at the left margin, approximately 14 lines from 
the top of the page. See Part Y on ‘Forms of Address” for proper 
titles, salutations, and complimentary close. Single space the ad- 
dress and arrange it in block style. IPs line of an address should 
be longer than lour inches. When run over lines are required, indent 
two spaces frerr. the left margin. Limit 
Example: 


Mr. John L. Rover 
Chairman, Geological Professional 
Association of the United States 
Billingr, Montana (ZIP Cede Number) 


H. Attention Line 


An “Attention” line should be avoided. When it 

A . - entioi* ” tv/o lines below .-he address, brock style. 


used, type 


I. Salutation 

Place the salutation two lines below the address or the attention 
line when it is used. Type the salutation flush with the left margin 
followed by a colon. The salutation is directed te the addressee cf 
the letter, not to the person named in the “Attention” line. 

2 FOB (TOM. tiSt OW fl- 





J 
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for omi use m 

Preparation or Letters Part II 


J. Body of Letter 

1. Begin the body of the letter two lines below the salutation. 

Single space the body of the letter; double space between paragraphs. 
A letter of eight lines o c should be doable spaced. 

2. Paragraphs are indented five spaces but are not numbered. 

Each progressive subdivision of o paragraph is indented C*x ** *XW-'V- - — • Av i ial 
five spaces. ’ 

3. A short quotation of less than two lines is rur. into the text 
enclosed by quotation rnains. 

4. A longer quotation is blocked five spaces from the left and right 
margins of the text. One terminal mark of punctaaoion is used vith 
quotation marks. If several paragraphs are quoted, quotation marks 
are placed at the beginning of the first paragraph and at the con- 
clusion of the quoted ixL. *al with a single quotation marl: at the 
beginning of each paragraph. 


K. Succeeding Pages 


1. Succeeding pages are numbered consecutively with Arabic 

numerals, centered one-ha** inch **o..* ;.he bottom of the page. 
numerals are typed without parentheses or dashes. . 

At least two limte o f a divided paragraph uniat be carried 
to the succeeding page. In no case will a word be divided 
between two peg® A. .:.yrT^.~77h Jf . 

2. If the bodfr of t he c orre spondence en ds so near the 


bottom of a page that there is no room for the signature 
carry at least sso lines over to the next page. 

>rpe the succeeding pages 10 lines from the top of the page, 
lethods of identifying the second and succeeding pages of 
memoranda and letters, as descrlccd ir* paragraph K, 1, above, shall 
not be used in correspondence addressed to or prepared for the 
signature of the Director or Deputy Director of Central Intelligence. 



L. Complimentary Close 


Type the complimentary close two lines below the last paragraph 
beginning two spaces to the right of the center of the page. The 
complimentary close, “Sincerely,” will be used on correspondence 
prepared for the signature of the Director! 

M. Signature and Title 


Center and type the name of the signer five lines below the com- 
plimentary close. Center the official's title immediately below his 
name. If a run-over line occurs in the title, indent the line two 


ron of new. use only 
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Part II _____ Preparation of Letters 

spaces. The official’s nat-v. l:»le are typed in initial caps. 
Example: 

Sincerely, 

•Richard Helms 
Director 

•Director’s name is typed |n all caps on memorandums only. 

N. Enclosures 

1. If an enclosure is identified in the text, type the word, “En- 
closure, ’ flush with the left margin, two lines below the signer’s title. 

If more than one enclosure, use plural form and number. 

2. If an enclosure is not identified in the text, type “Enclosure” 
flush with the left margiri, two lines below the signer’s title. Im- 
mediately below indent two spaces and list each enclosure by title 
or in as few words as needed to identify the material. 

3. When material is to be sent under separate cover, type “Sep- 
arate Cover” flush with the left margin, two lines below the signer’s 
title or any “enclosure” notation. List the material even though 
identified in the text, and send material to the wm -n room for; 
forwarding under separate cover. 



O. Distribution 

When copies of a letter are sent to persona-other than the addressee, 
indicate by typing “cc” flush with the Ijrft margin, two lines below 
the preceding notation. List the names, one below the other. The 
distribution of the original and all copies is shown separately under 
the word, “Distribution,” only or> conies retained in the Agency. 
Immediately below, list the original and copies. Example: 
cc: Director, Bureau of the Bucket 
District Government 


Distribution : 
Original & 


1 
1 

2- 

1— »S 


- Addressee 

-OSy- ’ ; 
fDDS 


1 yellow official record copy) 


x — as required 


P. Identification cf Originating Office 

The Official symbol of the originating office, the initials and last 
name /oi the originating officer, the initials of the typist, and the 
date of preparation will be typed at the left margin two lines below 
the last typed line cf the distribution. These are typed on the car- 
bon*; only. They never appear on the original and courtesy copy 
(or copies). Example: 

OS :RHLehman:dd(date) 


'O 

ran EM use OMir 




J> 
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Preparation of Letters 


Part II 


Q. Classification 

Defense elassMieations/flrcontrol markings are stamped in 
accordance with current Agency cscurisy regulation HR 


STATINTL 


R. Special Postal Service 

Instructions for jnailing, such as AIRMAIL, SPECIAL DELIVERY, 
or REGISTERED, will be typed, in all caps, on the outer envelope two 
lines above and flush will, the address. For example — AIRMAIL — 
SPECIAL DELIVERY. 

S. Typing Jfeasurapents 

Spacing, both horizontal and vertical, is often 
indicated in terms of inAies. inti following table 
converts inches into ooorr 3 spending typing nedsure- 
ments : 

Across the Page 

Typing Strokes (Approx. ) 


Inches 

Pica 

Elite 

1 


12 

11/4.... 


15 

11/2.... 

15 

18 

13/4.... 


21 


Down the Page 


Inches 

Ap~ :• . 1 . ;at-3 Typ.rr.. 

;■ Lines :Pic< 


i . . 
1 1/4 
1 1/2 

1 3/4 

2 . . 
2 1/4 


3 

. . G 

.* 


T. The United States Government Business Letter 

Most other Government agencies have adopted the NOMA 
simplified style : block form, captions, and omitting the 
salutation and closing* A salutation and closing would 
be included in a "personalized letter." It is believed 
this style saves actual, typing time with fewer indenta- 
tions needed, fixed left margin, and simplified in de- 
sign. (SEE EXHIBIT 10). 


roil DM 
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Part II 


FOR 6EFKHAL DSC Ot ftf 


Preparation of Letters 



central.' intelligence agency 

4vash:no 7: u , 2.C. 13505 


-f OBfflClAL USE OHLY 
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F:»spas.-.tio?: c? 1-xttft.s 


Past II 


Exhibit 2 






central intelligence agency 

WAu.ilNw.w.', C. C. 20505 


OFFICE OF THE DIRECTOR 
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Preparation of Letters Part II 

I 

EXBIBIT 4 

Damble Spaced Standard Latter 


I January 1969 

The Correspondence Association 

I 32 Main Strait 

Boston, Massachusetts 02103 

Attention* U|*« J. B. Jonas 

Gentlesem 

Here Is an exasp I e of a one-paragraph letter of 
fewer than I0| lines. Side margins for letters of this 
length vary ■fron 1 2 inches to 2 inches) hence the lines 
nay vary frod 48 to 60 typing spaces. The body is 
double spacedjp Other parts of this I e titer are single 
spaced, with [double spaces between the lines* 

Sincerely yours, 

Charles R* Saith 
01 rector. Correspondence 
Manual Division 

Enclosure* 

Selected Uai ted States Sovernaent 
Publications, 1959* Mo * 9 


1 
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Part II Preparatio n of Letters 


EXHIBIT 5 

Standard Uttar Format 


5 March i#9 


Mi os Mary Smith 

National Resoiirces Commission 

Washington, O.C. (zip C ed&J 

Dear Miss Saiihi 

Thin manual Is a guide to standard practices In 
Agency correspondence. These practices, assembled by 
some of the Agency's best technicians, give Agency 
letters a uni Torn and distinctive character* 

The Handbook is divided into several parts. The first 
helps you to prepare correspondence written fros person to 
person, it contains information on neneranduns. The sec- 
ond part deals with f or mal and infornal letters. The rest 
of the Nandbo& is divided into sections dealing with the 
various kinds of Agency correspondence. Mith these dif- 
ferent parts, the Handbook should answer cost of your 
quest! one, about forest and style and should enable you to 
work sore efficiently. 

Please supplement the manual with any specific rules 
that apply to {your job. Use It often. By using it, you 
will beeomO a ires I partner of the writer, who depends on 
you to present hie work In an acceptable style. Enjby the 
assurance that your work is set up in proper style. 

Sincerely yours. 


John B. Jones 
Chief, Employee Relations 


to 
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■Preparation, of tetter Part II 

Exhibit 6 - Two-page Modified Block Style Letter 

CENTRAL INTELLIGENCE AGENCY 

VuMngton, 0 . 0 . 20505 . 

(dated when signed} 


Name of Company or Organization 

Street Address 

City, State, Zip number 

Attention: Name 

Gentlemen: 

This is an example of a letter addressed to a company or an organization 
for the attention of an individual. If the letter is for the attention 
of a division or section of the organization, the name of the division 
or section is written in plaice of an individual's name. The attention 
line is inserted on the second line below the address and two lines 
above the salutation, if required. 

Paragraphs are blocked. They are not numbered, as in a memorandum. The 
first paragraph begins on the second line below the salutation. When 
there is a reason to break the paragraphs into subparagraphs, the units 
may be indented and numbered. 

a. A paragraph is begun near the end of the page only if there 
is space for two or more lines on that page. A paragraph is continued, 
on the following page only if two or more lines can be carried over to 
that page. Do not subdivide a word between pages. 

b. Each progressive subdivision of a paragraph is indented, an 
additional four spaces. The second and. succeeding lines of all para- 
graphs, except long quoted passages, extend, from the left to the right 
margin. 

The complimentary close is usually "Smncerely yours". It begins to the 
right of center of the page, two lines below the last line of the body 
of the letter. 

The typed, name of the signing official is centered five lines below the 
complimentary close. The title and. organizational element are centered 
under the name. If two lines are required for the title, the second 
line will be centered below the first. 

After the original and outgoing copies of a letter are removed, from the 
typewriter, necessary information is added, to copies remaining in the 

If 
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f a rt II Preparation of Letters 

Exhibit 7 - Last Pag® of a Letter 

Agency. At the left margin may be a list of "cc" addressees. The last 
entry, except for a possibly postscript, is the identification of the 
preparing office, the name Of the writer, the initials of the typist, 
and the date of the typigg. | If the letter is rewritten, the same type 
of information is repeated after the word "Rewritten". 

Sincerely yours, 


John J. Smith 

Director, Management Office 

Enclosures 2 

Correspondence Manaai. 

Tips on Typing 

Separate cover: 

Correspondence Manual - 50 copies 

cc: J. H. Jones 
Darrell Smith 
Richard Roe 

Distribution: - (This part appears only on the official file copy.) 

Orig. - Addressee 

1 - Separate cover 

1 — Signer 
1 - File (with basic) 

1 - For separate coVer 

i - as required 

DDX/MO:ABrown:tuv (l June 67) 
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EXHIBIT # 



13 
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cc: 

Official Him - NMRW 
Reading file - NMR 
BRAR 


S r* availability n«w pamphlet fun 
5132). / 

[ann:pd 2*5-67 /7/\ 

NMR:LJSmi«h:ap 2-7-47 / ' 

es: DRA7 iitvP/ 


[aned/by J. Roe, 




Figure 3. / lia'st Page of Wkte/Copies. (Each circled number indicates 
the parag*aph\i tMavchipW which gives instructions for preparing 
that particular psbrl\ or\f ile/oppie 8 . ) 


that particular pa^t\of\f iiyoopie s . ) 


19. Assembly f o r\s ignatur e r 

When the letterUs l^eady'for review and signature, arrange it and 
accompanying papers in the basic grtmps and order shown in figure 4 
of this chapter./ Fasten each group together with a staple or paper 
clip. Attach Signature tynitial) tabs, cover sheets, and special expedit- 
ing tabs if aihy, used by your agency. ^ The spec^h^exp editin g tab^ yWhen 
placed on A piece of correspondence, indicates to thbyreceiving office 
that this/correspondence should receive priority attentioh. 
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■PART II 


PREPARATION OF LETTERS 


exhibit 3 

PARAGRAPHING DATA 


INSTRUCTIONS TOR PARAGRAPH INC, 


1. This exhibit illustrates the prescribed method of arranging 
nunbenng and lettering paragraphs in any type of correspondence 
or report where such paragraphing is either necessary or desirable 
to facilitate reading and reference. When a telegram consists of 
more than one paragraph,, the paragraphs must be numbered consecu- 
tiireiy As a general rule, the detailed subdivision of paragraphs 
in letters, simple memoranduns , and other communications should be 
avoided. However, lengthy memorandums , complex reports, or simi- 
lar documents may often be rendered more meaningful and easier to 
read by a logical subdivision of paragraphs. 

a. Paragraphs are typed in modified block style. They are 
single -spaced, with double spaces between them. 


(1) When a paragraph is subdivided it must have at least 
two subdivisions. 

(a) When paragraphs are subdivided, numbered, and 
lettered, they are designated as follows: 1, a, (1), (a), 1, a, 
UJ , laj . In telegrams capital letters should be used for any” 
lettered paragraphs. 

. ft*) Each progressive subdivision of a paragraph is 

indented an additional four spaces. The second and succeeding 
lines of. paragraphs and all subdivisions extend from the left to 
the right margin, except in the case of long quoted passages that 
are usually indented in ccmmunications other than telegrams. 

(c) When a paragraph Is cited, the reference numbers 
^letters are written without spaces, for example, ’'paragraph 

(•2) A paragraph is begun near the end of a page only if 
there is space for two or more lines on that page. A paragraph 
is continued on the following page only if two or more lines can 
be carried over to that page. 

b- Titles or paragraph headings may be used in lengthy commu* 
nications to facilitate reading and reference use. 

2. The arrangement described in this exhibit may be varied to meet 
special requirements, such as those for legal docunents. 
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PREPARATION OF LETTERS PART li 


EXHIBIT 10 

Uni tad States Government Business Letter 


April 10, 1969 
NNEV 

Format for the Gov arm ant Business Latter 


Director, Attain i strati va Services 
Federal Service AgUncy 
1023 Itain 

St* Louie, Missouri &3IO3 

Thio' letter shows a new forest for preparing letters 
throughout the United States Government* This forest 
will expedite the preparation of correspondence and 
save effort, tiae, and eater i a Is. 

The following features should please typists. 

a. Most eleeents ore blocked along the left eargin. 

This block style minimizes the use of the apace bar, the 
tabulator set key, and the tabular bar. 

b* i Salutations and coeplieentary closes are oeitted in 
most letters. They may be included in letters to an in- 
dividual where protocol or tradition dictates. 

c* The address ia positioned for use in a window envel- 
ope, eliminating tie need for typing the envelope. \ 

d. This Agency dope not use the Government business letter 
format. Most other agencies, including State and Army, do 
use the blocked format* The modified block letter is used 
by this Agency at present. 


John B. Smith 

Administrator of Correspondence 
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Correspondence Handbook 

PART in 

TOP SECRET 

CORRESPONDENCE 
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Top Secrdt Correspondence Part III 


INDEX 

Page 

A. Policy i 

B. Format / 

C. Control Identification / 

D. Group Markings .' j 

B. Enclosures and Attachments ~2_ 

F. Distribution 

G. TS Control 7j 

H. Control and Cover Sheet 3 
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Part III: Top Secret Correspondence 


A. POLICY 

Top Secret (TS) > must be safeguarded from the moment it is prepared. 

This rule applies lo drafts, carbon copies, carbon paper, recordings, 
typewriter ribbons, etc., as well as the finished work. Within the Agency 
a Top Secret Control and Cover Sheet (Form 26) will be placed on the top 
of and attached to each TS document received or prepared. Complete a 
Cover and Control Sheet upon which is entered the TS Control number, the 
copy number, number of each page, and other identifying information. 

Attach the Form 26 to the top of each TS document . This form will remain 
with the document until it is downgraded, destroyed, or transmitted out- 
side the Agency. All TS documents received by an office must be logged 
by the area TS Control Officer. An item of correspondence that is as- 
signed a TS classification because it traasmits a TS attachment should be 

marked "Downgraded to " when separated from the TS material, 

provided that the correspondence does not contain TS material. 

B. FORMAT 


The format for TS correspondence is generally the same as that prescribed 
in the preceeding chapters except as set forth below. 


C. CONTROL IDENTIFICATION 

1. The first page of the TS document will bear the TSC number and copy 
r. . 0 *'; a r number in the lower right hand corner, about one inch from the 

bottom of the page. 

2. If the documehh is in the draft stage this may be shown by adding 
a slash or dash and letter symbol to the TSC number as TSC 1234/A 
or 1234-A. 

3. The final form of a TS document is identified by the TSC number only 

4. If the pages have been revised this is indicated by typing "Revision 1 
and the date of the revision in the lower left corner of the page. 


D. GROUP MARKINGS 


Group markings ( 
thE right of the 


in; accordance with HR 


will be stamped 


defense classification at the bottom of the 


or typed to 
first page. 



STATINTL 
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Top Secret Correspondence! 


Part III 


E. ENCLOSHHES AND ATTACHMENTS 

1. Enclosures which axe classified Top Secret are identified on the 
accompanying document by TSC number and by copy number. 

Example: 

Enclosures: 

1. CIA TSC No. 1234, copy No. 2 

2. CIA TSC No. 1234/A, copy No. 6, Annex A and B 

2. Each enclosure to a TS document will be identified on the first 
page or cover page in the lower right hand corner. 

Example : 

Enclosure No. to CIA TSC No. . 

3. If the attachment is a TS document type "Annex A" or other appro- 
priate letter below the TSC number in the l^wer right corner of 
the first page or cover. On each page of the attachment type the 
word "Annex" followed by the appropriate letter. 

F. DISTRIBUTION 

The distribution of the original and copies of a TS document is shown on 
all copies retained in the Agency. To show the distribution follow the 
form shown in Part II, Para. 0. 

G. TS CONTROL 

After TS correspondence has been prepared all controls for TS material 
must be initiated. Consult your TS Control Officer for the proper 
procedure to be followed. 
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Top Secret Correspondence: 


B . Control and Cover Sheet for Top Secret, Form 2 6 

The use of this form is mandatory. It shall he used as a cover 
sheet for all correspondence classified Top Secret, and to record the 
name of each person who sees the document. A Form 2 6 is prepared 
and attached to each copy of Top Secret correspondence transmitted 
within the Agency. 

r? 


rr 




n 


rr 





ACTUAL SIZE - 8" x lo£" 



3 
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HANDBOOK 

NO. 


egm&ssmM r 


CORRESPONDENCE - GENERAL 


25X1 


g. Courier Receipt and Log Record, Form 2t0 

All envelopes or packages containing material classified CONFIDEN- 
TIAL and above, and transmitted between buildings within or outside CIA, 
are customarily accounted Ifor by Courier's Receipts. Receipts are pre- 
pared in an original and two copies. Copy one is inserted in window 
pocket or securely attached to envelope or package without window pocket. 
Copies 2 and 3 contain logging information for use by originator and 
recipient. When log data has been added to the Courier Receipt, copy 3 
shall be inserted inside i£ie package to be delivered to the addressee. 

The copy #3 becomes the lag record in the receiving office. 


FROM 

”°b Q222L_ 


DATE 


TYPE OF MATERIAL 


ENVELOPE (8) 



PACKAGE <S) 

OTHER 


ORIGINATOR: DO NOT COMPLETE THIS COPY »ILOW THIS LINE. REMOVE THIS CORY 

IF LOO DATA IS TO BE ADDED ;ON COPIES X AND X. INSERT ONLY THIS COPY IN 
THE WINDOW POCKET. OR ATTACH SECURELY TO ENVELOPE OR PACKAGE WITHOUT 

A WINDOW POCKET. 

• laNATUNK OF RKCIF1INY < NOT INITIALS) 


COURIER'S RECEIPT 1 1 






WHITE RECEIPT - FOR MATERIAL CLASSIFIED 
CONFIDENTIAL OR SECRET 



omen 

StQHATURKB 


COURIERS' CLASSIFIED 

MAIL RECEIPT 


feosiptNo. 

OP SUBSEQUENT COURIERS 

PICKUP 




Date 

Tim* 

TO 

THU DATE 

X. 



FMH 



s. 



TYPE OF MATERIAL 

4. 



D SEALED ENVELOPE 

CD SEALED PACKAGE 

S. 



«. 



T. 



CERTIFICATION OF GOOD CONDITION 

B. 



SIGNATURES CONSTITUTE dETinCATIO* THiff MATERIAL INDICATED HKAKOS 18 RE- 
CEIVED IN GOOD CONDITION UNLESS OTHERWISE NOTED ON BACK 07 THIS RECEIPT 

RECEIPT 



1. RONATUSE OP ORIGINAL COURIER % 

Pickup Dots 

Pickup Ttai * 

BT (Senators) 

Dais 



BmIoom form 340a, lApt 88 a** 
I JU| M *WO 38-16* irfckik on obmoUU. 


IS— TSMO -1 •»* 


Form 240a (pink) is used for transmitting Top Secret material. 




- 66 - 

f OONFIDENTIAL 
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CORRESPONDENCE HANDBOOK 


PART IV 

REVIEW, CONCURRENCE, APPROVAL 
AND SIGNING AUTHORITY 


i 
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Review, Concurrence, Approval, and Signing Authority Part IV 


INDEX 

Page 

A. General j 

B. Indicating Approval as an Intregal Part of a / 

Memorandum 

C. Responsibility for Review and Concurrences 2^ 

D. Authority to Sign Memorandums ^ 
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Review, Concurrence, A i-e-sc vai., - Siss swo Authority Part JSt 


A. General 

1. Officials other than the originator shall indicate their review 
by signing above their organizational designation at the bottom of 
the yellow official record copy. 

^^Concurrences may be indicated on the original and all copies of 
r MMTMdMM A which will not leave the Agency, when it is desired that 
concurrences be made an integral part of the memorandum. This 
method is particularly desirable when considerable coordination or 
concurrence is necessary outside the originating office, or when the 
signing official or the recipient of the memorandum may desire a 
record of concurrences by the officials’ surnames and titles. To pro- 
vide for these signatures, type the word, “CONCURRENCE,” flush 
with the left margin, four lines below the signature line. Beginning 
five lines below the word, “CONCURRENCE,” even with the left 
margin, type a solid line for the signature of the official from whom 
concurrence is desired. Beneath this line, type the official's title 
flush with the left margin. To the right of the signature line, type 
a solid line for the date. Center and type the word, “Date,” beneath 
this line. Repeat this arrangement for each concurring signature 
desired. Leave five lines between each signature line. 


Date 


Date 

3. On ««aorandtnM prepared for the signature of the Director _or Deputy 
DireQ't 0 P, one of the two copies forwarded for retention in the registry 
files will bear the signature and title of the originator and each con- 
curring officer. The originator and concurring officials’ signatures 
should be identified by the words, “ORIGINATED BY” and “CON- 
CURRENCES,” respectively. The second copy for retention in the 
files b y his office a^Ndl other Agency copies need not bear the 
signatures; typewritten names will suffice. 

B. Indicating Approval as an Integral Part of a Memorandum 

1. To eliminate preparing additional a— ora nduaw at approving 
levels, a space for the approving official’s signature may be provided 
on the original and all copies of a memorandum which will not leave 
the Agency. An approval line is indicated by the word, “APPROVED,” 
in all caps begun one or two spaces to the right of the center of the 



« Mum) 

CONCURRENCES: 

(5 lilMM) 

Director of Logistics 

(S fin**} 

Director of Personnel 
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Part JV Review, Concurrence, Approval,, and Signing Authority 


page and five lines below tfte last signature line. Two or three spaces 
to the right of “APPROVED” and on the same line type a solid line 
for the date. Center the word, “Date,” beneath the line. Two lines 
below, type in the approving official’s name in initial caps and center 
his title beneath. Example: 

(Signature of Signer) 

(5 lino*) 

APPROVED: ~ _ 

Date 

(i flaw) 

Official ’ 8 Name 

Director of Security 

2. Consider the followinjg requirements when an approval line is 
used: 

a. In addition to the original, which is usually returned to the 
originating official for necessary action, prepare a copy for reten- 
tion by the approving official. Furnish two copies, if the approving 
official is the Director of CIA or one of his Deputies. 

b. Action of the approving official shall be indicated on all copies. 

c. Under no circumstances will information or file copies be 
distributed until action has seen trken by the approving official. 

C. Responsibility for Review and Concurrences 

1. It is the originating official’s responsibility to secure all neces- 
sary reviews and concurrences within h s organizational element and 
to provide adequate routing of the teMorandiM . f to other offices for 
concurrence. “Provide adequate routing” includes a review of the 
assembled ■«Mr«ndwi|_i to ensure that routing slips bear the names 
of every office concerned. 

2. Reviewing officials shall sign or initial originals and copies in 
the spaces provided. Qualified concurrences or non-concurrences 
shall be indicated and the reasons, therefor, typed to the right of the 
official’s signature on the original and all copies of the memorandum. 
The copy for the reviewing official will be forwarded from the office 
of the signing official after the document is signed. 

3. It is the responsibility of secretaries at concurring levels to type 
the names of concurring officials, the date the action was taken, and 
any other notations of concurrence or qualified concurrence on each 
copy of a memorandum that will not leave the Agency. The con- 
curring official’s signature shall be indicated above his title in the 
following manner: 

f5.Un««) 

( Mia 4 . _ 9 Jww nr 

Director of Personnel Date 
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Review. Concurrence, Approval. And Signing Authority Part 17 


0. Authority to Sign Memorandums 

The authority to sign for the Director of Central 
Intelligence has been delegated by the Director to 
certain Agency officials. The extent to which this 
authority is delegated further within a component 
should be established before correspondence is sent. 

The following general rules apply: 

1. Correspondence addressed horizontally i be 
signed by an official at the same level as that of the 
addressee, or by a person to whom authority has been 
delegated. 

2. Correspondence directed upward shall be signed by 
or directed through the chief of the element immediately 
below that of the official to whom it is addressed. 

3. Correspondence directed downward shall be signed by 
or directed through the chief of the element immediately 
above that of the official to whom it is addressed. 


f flft - flM USE ONLY - 
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PAh f- F 


C0Rr';iSP01'il>tNCE FOR the DIRECTOR 


responsibility of the originating component to ensure that 
this material is properly prepared, coordinated, and as- 
sembled before it reaches the Office of the Director. 


5. As announced in HN 


dated 6 November 1966, 


a courtesy copy of all papers addressed to the Director 
of Central Intelligence or prepared for the Director's 
signature will be provided for the Deputy Director. 

KEEP THIS IN MIND IN READING THIS PART OF THE HANDBOOKS 


B. Stationery 

1. Letterhead, bond, and tissue copy are available for iaworenduns 
and letters prepared for the signature of the Director and the Deputy 
Director. 

2. Plain bond shall be used when addressing aemorandums to the 
Director, Deputy Directors, and the Executive Director^anptroller. 


C. Date 

Hanor&ndums and letters prepared for the signature of the Director 
or the Deputy of Central Intelligence shall not he dated in the office 
of oi\gin. MoaoranduBa 1 and letters addressed to the . Director 
will oe dated when signed. 


D. Let er Format 


1 Keeping in mind a “framed picture” appearance, set the margin 
accordingly. In most letters the address may be typed eight lines 
below the last line of the letterhead, flush with the left margin. The 
length of the letter will determine where the address should begin. 
The. salutation is typed two lines below the address Begin the body 
of ihg letter two spaces below the salutation and indent five spaces 
for each paragraph. The text is single spaced unless it is eight lines 
or les$ (See examples of letter for nats.) 


2. The complimentary close for the Director is “Sincerely.” The 
name and title will be centered fiv» lines below the complimentary 
close Examples: 

Sincerely, 


a lines) 


(Name i 
Director 


FOR QMAL USE ONLY 
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Correspondence for the Director Part y 


A* General 

l» Action papers, i.e,, papers requesting the Director's approval for 
an Agehcy action «H 1 1 be for warded! to the Office of the Director in an original 
* a4 on* . e q^Y fjth a^^chsqqts and Mill be routed to the Director through the Executive 
Director Pomptrottur. After action, the original Mill be returned to the originating 
component share 1 1 becomes the offimiai record copy. The originating official is 
responsible for evaluating it for permanent or temporary retention. The carbon 
Mill be Maintained in the Executive' Registry for a period of six months; after 
Mhich,it will be destroyed. 

2. Information papers intended only to inform the Oi rector (on other than 
substantive intelligence), will be forwarded to the Office of the Director in an 
original and one copy. The original will be returned to the originating compon- 
ent after the Director, the Deputy Director, and the Executive Director-Comptroller 
have been informed with an indication to that effect on the memorandum, (as indic- 
ated above, the original becomes the official record copy.) One carbon will be 
maintained in the Executive Registry for a period of 90 days for the purpose of 
additional reference, if required, fhen destroyed. Officers attending interdepart- 
mental meetings of importance to th* Agency should make a record of meetings, 
indicating positions and recommendations of the Agency representative, and Mhare 
appropriate of others In attendance, and setting forth the actions required by 
the Agency. These memorandums should be forwarded promptly to the Office of the 
Director. 

3« Intel lignece information memorandums for the Director Mill be routed to 
him by the Executive Registry and the Executive Assistant with a copy each to the 
Deputy Director and the Executive D?rector-Coaptro I ler. Unless there is some indic- 
ation to the contrary, these Mill be destroyed after use. All components are en- 
joined to ensure that all raw Intelligence, special reports, or other information 
of interest or concern to the principal officials of the Agency or of the Government 
are promptly called to the attention of the Office of the Director. 

4. Memorandums or letters going outside the Agency prepared for the Director's 
or the Deputv Director's signature mould be trannitted to the Executive Registry 
with an original and one copy for the addressee, one copy narked for the "signing 
official," and one marked fer tha"E§ecutive Registry." (Additional copies are to be 
determined by the originating office.) After signature, the letter or memorandum 
Mill be dispatched by the Executive! Registry; one copy will be retained in the 
Registry, and the remainder will be controlled and disseminated as indicated by the 
office of origin. Secretaries should consult the senior secretaries within their 1 

own division or office for additionpl guidance on the preparation of memorandums 
and letters for the signature or approval of the Director or Deputy Director. It Is the 
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Correspondence for the Director 


Part V 


A* General 

1 . Action papers, i.e,, papers requesting the Director's approval for 

an Agebcy action Mill be forwarded to the Office of the Director in an original 
and one copy wi th attachments and will be routed to the Director through the Executive 
Dlrector-Comptrol iMr.After action, the original will be returned to the originating 
component where it becomes the official record copy. The originating official is 
responsible for evaluating it for permanent or temporary retention. The carbon 
will be maintained in the Executive Registry for a period of six months; after 
which, it will be destroyed. 

2 . Information papers intended only to inform the Director (on other than 
substantive intelligence), will be forwarded to the Office of the Director in an 
original and one copy. The original will be returned to the originating compon- 
ent after the Oirector, the Deputy Director, and the Executive Director-Coaptrol ier 
have been informed with an indication to that effect on the memorandum, (as indic- 
ated above, the original becomes the official record copy.) One carbon will be 
maintained in the Executive Registry for a period of JO days for the purpose of 
additional reference, if required, then destroyed. Officers attending interdepart- 
mental meetings of importance to the Agency should make a record of meetings, 
indicating positions and recommendations of the Agency representative, and where 
appropriate of others in attendance, and setting forth the actions required by 

the Agency. These memorandums should be forwarded promptly to the Office of the 
Director. 

3> Intellignece information memorandums for the Director will be routed to 
him by the Executive Registry and the Executive Assistant with a copy each to the 
Deputy Director and the Executive Director-Comptroller. Unless there is some indic- 
ation to the contrary, these will be destroyed after use. All components are en- 
joined to ensure that all raw intelligence, special reports, or other information 
of interest or concern to the principal officials of the Agency or of the Government 
are promptly called to the attention of the Office of the Director. 

4. Memorandums or letters going outside the Agency prepared for the Director's 
or the Deputy Director's signature should be tranmitted to the Executive Registry 
with an original and one copy for the addressee, one copy marked for the "signing 
official," and one marked for the*Executive Registry." (Additional copies are to be 
determined by the originating office.) After signature, the letter or memorandum 
will be dispatched by the Executive Registry; one copy will be retained in the 
Registry, and the remainder will be controlled and disseminated as indicated by the 
office of origin. Secretaries should consult the senior secretaries within their 
own division or office for additional guidance on the preparation of memorandums 
and letters for the signature or approval of the Director or Deputy Director. It is the 


I 
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Correspondence for the Director 


ElCt * 


a. For tha Deputy Director the coapl lnentery cloee end signature 
will be i 

Sincerely, 

(5 lines) 


(Mllliery tilts, if any) 

Deputy .Director 

b. Whenever the Deputy ^Director signs id the absence of the Director, 
the signature will be shojjm ast 

Sincerely, 


(5 lines) 


{Nans) 

(Military title, if any) 
bating Director 

3» Enclosures will bs typed and identified on the Original and all copies. 

4. Identification of origihator, typist, date of preparation, and the 
distribution of all copies wi I shown on the Internal copies only. 

5* All envelopes, nailing slips, and document receipts will be prepared 
and attached in the office of origin. The Director signature tabs will be 
attached in the Office of thelDirector. The order of asseabiy o f wat er ial 
is contained In the part entitled "Aeseabling Menoranduas for Fsrwipiiing." 

E. Meaerandea FoMat 

On a aeaorandua prepared for the signature of the Director or Deputy 
Directors 

1. The heading will confers to general standards prescribed for other 
Agency aesoranduas. 

2. Paragraphs will be nupbered, except when the aeaorandua is addressed 
to the President or the aeairandua consists of only one paragraph. 

3. Five lines below the text and two spaces to the right of the center 
of the page, the signature bf the Director or the Deputy Director of 
Central Intelligence shall t* "typed in tntial caps. The Director's naae 
will be in all caps on lettbrs an in tntial caps on aesoranduas with the 
title centered iaaediatelf below. Exaaplet 

For the Oirector (Naae) 

Director 

For the Deputy Director (Naae) 

(Military title, if any) 

Deputy Oirector 

4. In the Director 'a absence , “Acting Director" is substituted for 
"Deputy Director" and Office of Director stationery is used. Exaaplet 

(Naae) 

(Military title, if any) 

Acting Oirector 


3 
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Plft i 


«. For the Deputy Director the complimentary close end signature 
wi 1 1 bei 


Sincerely, 


(5 lines) 


(Name) 

(Military tilte, if any) 

Deputy Director 

b. Whenever the Deputy Director signs in the absence of the Director, 
the signature will be shown as: 

Sincerely, 

(5 lines) 


(Name) 

(Military title, if any) 

Aoting Director 

3. Enclosures will be typed and identified on the original and all copies. 

4. Identification of originator, typist, date of preparation, and the 
distribution of all copies will’ b* shown on the internal copies only. 

5# All envelopes, nailing slips, and document receipts will be prepared 
and attached in the office of origin. The Oirector signature tabs will be 
attached in the Office of the Director. The order of assembly o f mat erial 
is contained in the part entitled "Assembling Memorandums for ForwarclJ ng." 

E. Memorandum Format 

On a memorandum prepared for the signature of the Director or Deputy 
Oirector: 

1. The heading will conform to general standards prescribed for other 
Agency memorandums. 

2. Paragraphs will be numbered, except when the memorandum is addressed 
to the President or the memorandum consists of only one paragraph. 

3. Five lines below the text and two spaces to the right of the center 
of the page, the signature of the Director or the Deputy Director of 
Central Intel ligeace shall be typed in tntial caps. The Director's name 
will be in all caps on letters an in inti a I caps on memorandums with the 
title centered immediately below. Example: 

For the Director (Name) 

Director 

For the Deputy Director (Name) 

(Military title, if any) 

Deputy Director 

4. In the Director's absence , "Acting Director" is substituted for 
"Deputy Director" and Office of Director stationery is used. Examp let 

(Name) 

(Military title, if any) 

Acting Director 


3 


Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160001-4 


Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160001-4 



Ml J ; Correspondence for the DIRECTOR 

5. When material is included with a memorandum for the signa- 
ture of the Mfaefr it r *4* ( the abbreviation, "Att,” will be typed on all 
copies. If more than one* the number will be shown. 

6. Recipients of information copies outside the Agency will be in- 
dicated on the original and all copies at the left margin two spaces 
below the last typed line by typing "cc” followed by the recipient. 
Example: 

cc Attorney General 

7. '"V awtmrhgr.^ for the signature of the Oirec- 

4 a- J~the distribution is shown on internal copies only. The dis- 
tribution may be shown oh the back of the page if the memorandum 
fills the page. If an additional page is used, it should be properly 
titled to identify it with the body of the memorandum. 

8. Attach a brief covering the memorandum ^ ***M»fl **>• P ur " - 
pose of the memorandum t0 be signed by* tf>« Director . Th« f! U will 

be forwarded through the Deputy Director concerned. n 

9. On weeweadw addressed to. the Pl roc tort ^ f: 

a. The headings shall conform to the general standards pre- 
scribed for Agency memoran^iw.f - 

b. The first paragraph of the text shall state the purpose of the 
memorandum, approval recommendation, information, etc., or 
indicate the paragraph hi which the action is contained. 

Example: 

This memorandum is for informatioi only. Particular reference is made 
to paragraphs and 

c. Paragraphs will be numbered and single spaced with double 
spacing between paragraphs. 

d. If material is transmitted with a memorandum to the Dlr- 
t actcr the abbreviation “Att” is typed on copies flush with the 

left margin and two lings below the signature line. If more than 
one attachment is transmitted, the number is indicated. Attach- 
ments may be identified! in abbreviated form. Example: 

2 Atts 

Att 1 : Memo, 15 February 1968 
Att 2: TCA Contract (2) 

e. Do not show the distribution on the original and courtesy 
copy. 

F. Brief Summary 

A three-sentence summary will be prepared and dispatched to the 
Director’s office immediately after a meeting or conversation with 
officials outside the Agency, especially on those which may determine 
or affect policy or which should be brought to the attention of the 
Director or the Deputy Director. 


ran mm use only 
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Correspondence for the director 


Exhibit 1 



! 


CENTRAL INTELLIGENCE AGENCY 

WASHINGTON, b. C. 20509 

Off ics or the o:r..c to* 


(.Date left blank) 


The Honorable Dean Rusk 
The Secretary of State 
Washington, D. C. 20520 


Dear Mr. Secretary: 


(Find! out if the person signing the 
letter knows the addressee personally, 
for instance, we > 1 enough to use his 
f irst name . ) 

This is an example of a letter preparea tor the sig- 
nature of the Director of Central Intelligence. Letters 
will be forwarded to the Director through the Deputy 
Director for Support with |a cover memorandum explaining 
the purpose of the letter to be signe. by the Director. 

When a second page ia required, i-.-e plain stationery; 
margins will correspond with those on no first page, and 
typing of the letter will 'begin four l.n«s below the iden- 
tification line. The succeeding pages are numbered with 
Arabic numerals, centered about one-half or three-quarters 
of an inch from the bottoi* of the page. 

Sincerely, 


(Name) 

Director 


D/CO: JWCof f ey : j ts ( 15Febgg; 


CON CL i! : 


Distribution: 

Orig & 1 - Addressee 
1 - EH 

1 - ___ {signing 
'official} 

2 __ 

1 - D, 

1 - 


R. L / Ba nnerman 
Deputy Director 
fop Support 

(yellow oiticial recora copyj 


Date" 


(Concurrence* , Identification, end distribution to be typed 
on file copy onlyf not# ienorendune to the Preeident ere 
doub I e-opeced. ) 
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Correspondence for the 01 RECTOR tFfai f 


Exhibit 2 


r~ 

i 

i 

i 

I 


CENTRAL INTELLIGENCE AGENCY 

WASHINGTON, D. C. 20505 

OFFICE OF DEPUTY DIRECTOR OF CENTRAL INTELLIGENCE 


(Date left blank) 


The Honorable (na«ae) 

The American Ambassador 
City, Country 

Dear Mr. Ambassador: (Find out if the person signing the 

letter knows the addressee personally; 
for instance, well enough to use his 
first name.) 

This is an example of a letter prepared for the sig- 
nature of the Deputy Director of Central Intelligence. 
Generally, this type of letter would be prepared for the 
signature of the Director. However, a not<. tior accompany- 
ing the incoming letter stated that the letter be pre- 
pared for the Deputy Director’s signature. 

A cover memorandum or brief explaining the purpose 
of the letter should al o be ■ repared. The cover memo- 
randum and the letter for signature should be forwarded 
through the Deputy Director for Support , 

The number 01 copies prepared should include an 
original and one for the addressee, one for the signer, 
one for the Executive Registry, two for the DEiS, and what- 
ever additional copies the originator may decide. 

Sincerely, 



(Name) 

(Military title, if any) 
Deputy Director 
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P/Wtf Z 


Exhip.: . :> 


I 



CENTRAL INTELLIGENCE AGENCY 

WASHINGTON. O. «.. 20309 

OFFICE Of DEPUTY DIRECTOR C F CENTRAL INTELUGENCE 


(Date left blank) 



MEMORANDUM FOR: Director of Another Agency 

Director of Federal Commission 

SUBJECT : (*•-. sral 1 n f nvmat ion 


1. This is an cxampJ . »»i a memorandum prepared 
for the signature of .lie Deputy Director of the Agency. 
The same format will be followed ■ n preparing a memo- 
randum for the Director's signature. 

2. Letterhead -'atinnury ins V 1 *' Office of the 
Director or the Deputy Director o* C^otral Intelligence 
is available. Tissue copies with corresponding letter- 
heads should bo used when courtesy copies are needed. 
Additional copies -hail he prepared on plain tissue and 
a yellow copy for the offi« ial record copy. 

3. A well -balanced appearance can be achieved by 
carefully considering the 'length of the message and 
adjusting the margin.-, carefully. The text should begin 
four lines below the subject, line. The body of the 
memorandum is single spaced unless the text is lines or 
less. Double spacing will also be used when preparing a 
memorandum to the President. 

4. Paragraph.- snould be numbered unless the memo- 
randum contains onlv one paragraph. Paragraphs are never 
numbered in a memorandum to the President nor in a letter. 



* 
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CuRRKSPONI.»fclNCK FOR the CIRH0T0R 



Exhibit 3 Cont. 


5. A cover memorandum i:xp '.ini ik> the purooKC 
of the* attached memorandum to 1 ’finned Ji.* the Director 
is required. 


i 

I 

i 

| (Nann-) 

| (Military title, it' any) 

Deputy Director 


Alt 

(Identify if nccussary) 


I)/ CO: JWCof ley rmv( date prepared) 


Distribution: 

OriR & 1 - Addressee 


1 

1 

1 

1 

2 


- Or ur inn tor's copy 

- m-mw (yellow ol Jicial 

_ Executive Re K iHtfv 

- " (signing o 1 l'i< ml) 

- 3% 


record copy) 



I 


I 


I 


cc« General Counsel (to be typed on all copies retained In 
the Agency.} 



1 
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Exhibit 4 



(DATE) 


BRIEF FOR: Director <»: Contrui I lit**! I 

SUBJECT : Inter-Agom Corr.'-.pondiMu.u Standards 


1. This Agency is cont r i but inn suKRestions lor 
the development ol int er-aRonry correspondence stand- 
ards in coopera t i nii with the General .Services Adminis- 
trat ion. 

2. The attached ci.rrespundenoo for your signature 
convoys our ideas on li * subject lu those agencies which 
have expressed an interest in the standardization program. 


(Name) 

Director of Laalfitlca 


Addressee 

Or it: ilia to. - s copy 

....... (official record copy, yellow) 

DCS 


o 


Distribution: 
Orig & 1 - 
1 - 
1 - 
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yj;.. ULSPON. -!-:nCE FOK .the DIRECTOR 



Exhibit j 


(DATE) 


>11 AN HUM FOR: flircdar ol Coi .il ] i . i i :.-oncu 
llIBllUC.lt Deputy liirt-rtiir ‘.ir S.ip. -ri 

SUBJECT Inlor-Aitoney Co ■■ispon.i.'iice Standards 


i. This illustrates a meinti.-a ndum suiiniittcd Lo-ttvi 
%(K»Ctb>£for action and his appr oval sichuture. Tiie 
first paragraph should state the purpose of the memo- 
randum and request for the approval ol the recommenda- 
i lion in paragraph . 

I 

| 2. Till? memorandum will 111c. i-ade a - ■ « >a c «'.■ for an 

I approval signature. If concurrence by . -v« Deputy 

Director is necessary, prepare a concur* cnee lino. 

| Tiie originating officer is responsible n.r a] i coordi- 

' nation before the paper reaches me 'Office of the 

i Director. The originator should also make certain that 

| the file is properly asaembled and all a?, t acumen ts 

] included. 


| (Name/ 

Dire*. tor of LOGISTICS 

\i t 

| Handbook 

1 CONCURRENCE: 

i 

I 

i 

J 

I TTCTputy Director for Support Tiate 

! Tho recommendation contained in 'iurafir:. ;:ii is approved. 


Kie i mrd TT trt tn g - rrrrtr 

Director of Central Intelligence 



■fOIl QH&I& vtM~ 
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CORRESPONDENCE FOR th« D I RECTOR 


Part V 


E> I BIT fl CONT. 



Di sir i but i on: 

Ori« - Addressee (lor relun 



i it ;u: t i on 
H/S) 


(I)ist ri l)ii t ion 


Oi f 1 

Chrono 

Subject tV*/lleld; 
i n forma l >oi. addr- 

(yellow official record copy) 


shown oii origi- 
nal and approval 
papers onlyT 


X - Others as accessary 


NOTE: If. for instance, the DDF# .-mural Counsel, 

or any other office outside t he DDS wer«* to sign 
CONCURRENCE on this approval memo,' rt l he concurrence 
lines would appear above the approval line. 


(Distribution shown only on orl&lnal and spprovil cop!«s only.) 



IZ , 



13 
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CORRESPONDENCE FOR the DIRECTOR 


Exhibit •> Cont. 



i 


i 

i 

I 


;j. 1 1. i.'Vi'y rasi' nf a irnn.i. . 'dum »*ir Ur* I 

i 1 1 1 r> *(* t i>r . i ha l ropy whirls i«*. •turn«-«i In i In: orin i :.a ! . .. 
• • ■i>ipnni. i nt is l In* official rcc'-r- • >py . the or n,i na l i ntf 
official is responsible lor «. ■ a : n.i . i nj£ w for perm • »ent or 
temporary retention. 

4* Jo not use staples on the Director's uai I— use 
bfnderctips only* 


£. Informal guidance rui.c’fA.ni; Mr Helms' personal 
references in the format of convlpondrflc-* ire: 

a. He prefers addressi- >o lx fin :ont;or than four 
lines, if possible. 

Example: Mr. ^ Smit. . in n-t:l or 

Department of . 

I H100 Is: .Street. S ‘a. 

Washington. II. C. uonoo 

rather than 

Mr. John IV . Smith 
Director 

Depa rimer 1 of 

0000 1st :• I root . > i» 

Washington. D. C *-''-00 

b. He prefers the ineinoi ?^dum ?,>■ t rail. or than a 
letter, even when replying *■ ' an ijv . ,i ; ■>. l et ‘ ». , i' . 

Example: MEMORANDUM EOR: The honorable Dean Rusk 

7 ••• Secretary of State 

Sl'RJKCI : 


I 


t 





? ? 


V 

.j 111 -f- 

HTwT'ai- » 


Si* 


! 
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I 


! 

i 


i 


ORIGINATOR: 


Xnxuy 


CONCUR RKNCKS: 


D i rec tor of I. ok" i V* t i <*s 


Dir e'c t or of Pe rs on no 1 


Deputy Director Tor Support Date 

The recommendat ion ronra.ned paragraph 4 is approved. 


"" TJaTo 

Deputy Director ol Central Intelligence 

Show lull dislribul io.i pattern on all internal copies. 
Copies must he provide! fjr all coordinators (2 cys always 
for MMOrindUM 0T lettors P re P sirt,tl ior transmittal 

outside the Agency will . rovide for concurrence ( si . on 
the carbon copy ratal ned in the Agency* 


Date 


Date 


Date 
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INDEX 
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A. Assembling Memorandums 

B. Forwarding Memorandums 
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ASSEMBUHQ jJEjOBAHJUjS FOB FORWARD I HS 


PART VI 


A* Assemb 1 1 119 Memorandum 

I. Final responsibility for the correct assembly of memorandums rests with 
the originator* (See Correspondence Handbook, Pert I, Pern* U end EXHIBIT I.) 
leoorandums correctly assembled will include the following items, as appropriate, 
in the sequence indicatedt 

a. Transmitters lip. Form <MI$ Routing Slip, Form 237 5 '"outing and 
Record Sheet, Form G 10 as appropriate. Refer to Part VIII, Para. C, 0, 
and E. on use. 


b. Original end courtesy copy, if clipped together. (On external 
sc lorandu is protect original with thin tissue.) 


c. Addressed penalty i.niica or plai.i 
origi.ial end court-../ cap/ -..i th cci-s.: Ictus 


cnv>lv;.-js, a- appropriate, for the 
postage -lips, attached, if required. 


O.l Ve I 



.c.tio-. copies for addressees out i see tne Agency wi tl, 
so-pl is .■o.'.a.o -ii/o, nitnehod — i" required. 


adurojeed 


a. Ir.for-atiun copies (or concurring officials' copies) for distribu- 
tion within the Agency with addressed routing slips attached, if required. 


f. Official raccrc copy (yellow tissue; 


g. trigiral incoming memorandums, enclosures, etc., and any other 
material to be attached to the official file copy as pari of tho official 
file on the i-ic-.or andui.ic . 


h. Extra copy (or copies) for the Director or Oeputy Cirector of 
Central Intelligence* If the signing official is either the Director or 
th; Deputy Director and the official (yellow) record copy is to be retained 
at either end or level, prepare an additional copy on plain white.- tissue* 
If, however, the official file copy of correspondence for their signature 
is to be retained at another level, prepare two extra copies on plain white 
tissue for the Director and the Deputy Director. 

i. deturn copy (if desired) with addressed routing slip for its return. 

j. deference material for return to reference sources. 

k. "Hold Back* 11 copy (if desired). 

2* In addition to ihu above* 

a. A completed Document Receipt, Form ilj, will be attached to each 
original or copy requiring a receipt in accordance with current Agency 
Security Regulations. 

u* Copies for distribution within the Agency will be designated by a 
check beside the office designation indicated under "Distribution*" if the 
distribution of copies is within a particular office and such a means of 
indicating distribution is adequate for routing, routing slips need not be 
attached to the copies. 


i 
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PART VI 


ASSEMBLING MEM ORANDUMS FOR FORWARD I MG 


c. Enclosures will be attached by clips to the original or copies trans- 
mitting then. 

d. Assembly reference tabs will be attached whenever their use will ex- 
pedite the review and approval of memorandums. Signature tabs should 
not be attached in the office of origin. These will be attached in G/OCI. 

o. The completed assembly should include all necessary routing slips, 
envelopes, receipts, and postage slips ,-ropcrly completed a;.- attachec to 
the respective material. 

f. If necessary, material should be fastened together with paper clips 
and made a part of the completed assembly by binder clips* Staples should be 
used with discretion; consideration being given to the amount and type of 
handling the memorandums may receive. 

g. If it is anticipated that memorandums will recaive considerable hand- 
ling, a backing sheet of bond paper or heavier stock should be attached to 
protect the back pages. 

B. Forwarding Memorandums 

Memorandums will be assembled and forwarded through prescribed channels 
to the particular office MO for control, processing, and forwarding. 

Only transmittal media complying with the security requirements of current 
Agency regulations will be used. 
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Part VI Aa»— bllng Memorandum* for Forwarding 


Exhibit 1 


(i) 

TRANS- 

MITTAL 

OH 

ROUTING 

si.ir 


TING AND RECORD SHEET 
(FORM 6l0) 


ASSEIBLY OF MEMQBANOW 


Numbers In parentheses 
denote sequence of 
arrangement of flic. 


Denotes requirement 
only if memoranda 
is prepared for 
signature of « 4th a r 

the wmctac. 


BRIEF FOR TTF. ►V^S'CTOlPi 


ORIGINAL AND COUnTISY 
COPY, CLIPPED CUGSTirz 


COMPLETED ASSEMBLY 


Bind vita clips rather 
than with staples. 






INFORMATION COriKS FOR. 
A DDHEfSKES OUTBIDS C. T \ 

information coni:.; 

DISTRIBUTION VITHi: 

OFFICIAL FILE 00"' 
(Yellow Tirr. 


origi?:al i:;cc::ji:g 

MEMORANDA— 

EXTRA COPY 'OR COPIES) 

FOR DtRgCT&R. 


RETURN COPY (if desired) 


REFERENCE MATERIAL FOR 
RETURN TO REFERENCE SOURCES 

"HOLD BACK" COPY 

( If desired ) 


Place envelopes vertically behind 
, original (and courtecy copy if there 
is one) of each outgoing correspondence. 

REFERENCE 

TABS 
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Envelopes and Mailing 


Part VII 


INDEX 

Page 

A. General 

5. Types 

C. Use 

D. Addressing Envelopes for Transmittal Outside CIA 

E. Ad.dressing Inter-Office Mail 
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Envelopes and Mailing 


Part VII 


A. General 

When mail is prepared for transmittal, it is important that the 
proper envelope is used to ensure correct handling. Window en- 
velopes should be used whenever possible. When a window envelope 
cannot be used for security reasons, select a regular envelope of the 
appropriate size. 

B. Types 

The Agency uses both penalty indicia and plain envelopes, as well 
as penalty indicia labels on packages. The penalty clause, “Penalty 
for Private Use to Avoid Payment of Postage $300,” appears in the 
upper right corner of the penalty indicia envelopes and labels. The 
following types of envelopes ars „\ .ble (some contain preprinted 
Agency addresses) : 

1. Penalty Indicia Envelopes 

White envelopes, 87a" *3%", and 9Vi” x 4 Vi" 

White window envelopes, 8%" x 3%" 

Manila envelopes, 12"x9Vfe" 

Labels, gummed, 5" x 3" 

2. Plain Envelopes 

White envelopes, 3 Vi" * 8”, 8 7 / B " x 3 7 /B ", and 9 Vi” x 4y B " 

White with opaque shading inside, 8 7 / B "x3%", and 9y 2 "x4 , / B " 

White window envelopes, 8 7 B " x 3 7 / a " 

White, Air Mail, red and blue border, 8 7 / B "x3 7 /B " (both plain and opaque 
shading inside) and 9>/ 2 " x 4* B " manila envelopes, various sizes from 
5 7 b " x 334" through 18" x 14y 2 ". 

3. Multipurpose Envelopes 

The multipurpose envelopes are encouraged for internal routing. These 
envelopes are designed with a window pocket attached to the outside to 
accommodate a courier receipt being used as an address label, a 3" x 5" 
card, or paper on which the address is written. The envelopes may be 
reused by removing the addressed paper or card and Inserting a new one 
properly addressed. Multipurpose envelopes are available in manlla sizes 
12" x 10" and 16" x 10". 

4. Chain Envelopes 

U.S. Government messenger envelope, Form 65, sizes 12" x 9 Vi" and 
16" x 12" may be used for sending material between government offices and 
agencies unless prohibited by security or operational requirements. When 
using the chain envelope, enter the Stop Number (if known) for the ad- 
dressee's agency in the space labeled “Stop.” 

C. Use 

The use of penalty indicia in lieu of postage stamps, is a matter of 
convenience and economy to the government. Official mail quali- 
fying for transmission under penalty indicia is broadly limited to 

f O B S FFt O H lH f SEU N tY - 
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’art VII Envelopes and Mailing 


official letters, memorandums, enclosures, etc., that are reasonably 
related to the subject matter of the material. Penalty indicia should 
not be used for: 

1. Mail on which additional postage is required, such as air mail, mail for 
most foreign countries, or mail weighing over four pounds. 

2. Personal mail and other unofficial mail, even though a postage stamp 
is allixed over the penalty clause. 

3. Inner envelopes used for double sealed material. 

4. Mail sent outside the Post Office channels (by messenger or courier) . 
In addition, do not place labels on penalty indicia envelopes. 

D. Addressing Envelopes for Transmittal Outside CIA 

1. In addressing an envelope, begin typing approximately one-half the 
depth and one-half the width of the envelope. Single space the name 
and address in block style. The envelope address will be the same as the 
address on the letter. 

2 . If Mnoranduaw are to be dispatched by special delivery or registered 
mail, type the words “SPECIAL DELIVERY” or “REGISTERED MAIL" 
in all caps, two lines above and flush with the address. 

3* If memorandums are to be dispatched by AIR MAIL, no special instruc- 
tions arc necessary provided an air-mail envelope is used. If an air-mail 
envelope is not available, use a plain white envelope without a penalty 
indicia. Type the words, “AIR MAIL," in ill caps, two lines above and 
flush with the address. 

4. Inter-Agency Mail— If contents of mail being sent to another govern- 
ment agency is unclassified, indicate on the envelope the addressee, the 
mom, and Stop Number. Do not use a penalty indicia envelope. (Delivery 
is made by U. S. Official Mail and Messenger Service.) 

5. If memorandums are classified either SECRET or CONFIDENTIAL and 
arir to be transmitted outside the Agency, attach two envelopes properly 
addressed. 

6.1 f memorandum are classified, attach Form 240, Courier Receipt. In- 
dicate the office, room number, and building. Do not include the Stop 
Number. (Delivery is made by Agency courier.) 

E. Addressing Inter-Office Mail 

1. The incorrect addressing of inter-office mail results in trans- 
mission delays and places an unwarranted burden on the courier- 
messenger service. Personnel forwarding material shall ensure that 
addresses contain the following information: 

a. Office of origin. 

b. Office designation of addressee (position title or name may be added 
if desired) . 

c. Building designation. 

d Room number. 

2 In the few instances where it is necessary to expedite delivery, 
the envelope or package may be marked “Direct Delivery” or “Deliver 
to Addressee” in addition to information required in paragraphs a 
through d above.. 


- FOR O F FICIAL BSE OHLY 
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Envelopes and MHUncr Pact. 'ITT 


\OTE : This guide is very general since security and operational requirements will often 
govern the use of certain envelopes and labels. It is recommended that it be used in 
:n junction with current CIA Security Regulations, specific office directives, and in- 
-mation obtainable from the Central Mail Room. 


TYPE OF MAILING OR USE 

RETURN < 

ADDRESS 

TYPE OF ENVELOPE 

OR LABEL TO USE 

POSTAGE 

CIA, FBIS, 
or SSU 

OTHER 

SLIP 

REQUIRED 

Inner envelope for the transmis- 
sion of double— sealed classified 
material 

x 

x 

Nonpenalty 

No 

Within Headquarters 


H 

Nonpenalty (CIA Chain, 

U. S. Govt. Messenger, or 
regular envelope , depend- 
ing upon security re- 
quirements ) 

No 

Inter-Agency (Washington, D. C. 
area only) 

x 

x 

Nonpenalty (U. S. Govt. 
Messenger or regular 
envelopes depending upon 
security requirements) 

No 

Official mail, four pounds or 
under, directed to addressees in 
the continental U. S. , U. S. Ter- 
ritories and possessions. Canada, 
Caribbean Republics, Central and 
South America (except Argentina 
and Brazil) 

X 

X 

j 

Penalty 

Nonpenalty 

No 

Yes 

Officiil mail over four pounds 
directed to addressees in the 
continental U. S. , U. S. Terri- 
tories and possessions, Canada, 
Caribbean Republics, Central and 
South America (except Argentina 
and Brazil ) 

X 

X 

Nonpenalty 

Yes 

Air Mail 

X 

X 

Nonpenalty 

Yes 

Special Delivery 

X 


Penalty 

Yes 



X 

Nonpenalty 

Yes 

Registered Mail 

X 


Penalty { Nonwindow) 

Yes 



X 

Nonpenalty (Nonwindov) 

Yes 

Registered Mail - Return Receipt 
Requested 

X 


Penalty (Nonwindow) 

Yes 


X 

Nonpenalty (Nonwindow) 

Tee 


TYPES OF PENALTY AND NONPENALTY ENVELOPES 
AND LABELS FOR TRANSMITTING OFFICIAL MAIL 


fn amjfli grr 

Id PHWi. BJL UWU 
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Materials for Assembling land Forwarding Memorandums Fart VIII 

1 

INDEX 


A. Reference Tabs 

B. Priority Tag, Form l60 

C. Transmittal Slip, Foijm 24l 

D. Official Routing Slip, Form 237 

E. Routing and Record Slieet, Form 6l0 .... 

F. Courier Receipt and liog Record, Form 240 

G. Document Receipt, Fotfm 6l^| 

H. Postal Slip, Form 239 

I. Document Control, Foifrn 238 
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Materials for Assembling and Forwarding Memorandums Part VIII 


A. Reference Tabs Porw, / £.3 

This form is an invaluable aid to officials reviewing memoranda* 
It is particularly helpful when t « — grandad is bulky or is to be re- 
viewed for concurrence or approval by Several officials. Reference 
tabs are designed for repeated use. They are attached with paper 
clips. These tabs Ire available at the Building Supply Office. 


o 

OFFICIAL 

FILE 

COPY 

a| 


-k 

iOrUVNEHS 

o 

U) 


CONCUR 


o 

IVAOHddV 


SAME SIZE AS SHOWN 

B. Priority Tag, Form; 160 

This form aids ini expediting the routing and processing of s mn> 
rtndw whenever other than routine handling is required. The tag 
is colored, size 3"x lM>", and is reusable. 



; SAME SIZE AS SHOWN 

; ran mm. use m- 
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C. Transmittal Slip, Form 241 

This slip is used for transmitting Mnorandums and other mate- 
rial within Headquarters when only one addressee per document is 
involved. 


TRANSMITTAL SLIP 

DATE 

TO: 

ROOM NO. 

BUILDING 


FROM: 


ROOM NO. 


EXTENSION 


FORM NO .0/1 1 
I FEB 55 44 I 


REPLACES FORM 36-8 
WHICH MAY BE USED. 


GPO : 1957— 0-43944 f i 


SAME SIZE AS SHOWN 


ifrT' IBM 
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Materials for Assembling and Forwarding ’ Memorandums Part VIII 

D. Official Routing Slip, Form 237 

Memorandums . or other material routed in consecutive order to two 
or more parties in Headquarters are transmitted by Official Routing 

Slip s . 



ACTUAL SIZE - 5" x 8" 


- ron mm use onw - 
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; . Banting and Record Sheet, F§m 610 

The extent of review and concurrence in offices through which 
correspondence may pass is often indefinite. Therefore, for corre- 
spondence of more than a routine nature, provision should be made for 
extended routing. Routing and Record Sheet serves this purpose. In 
addition, it provides space for added comments and serves as a pro- 
tective covering over the original. 


□ UNCLASSIFIED □ ' H ™ 0 "«v 


□ CONFIDENTIAL 


□ SECRET 


ROUTING AND RECORD SHEET 



610 "MSS'* □ SECRET □ CONFIDENTIAL □ □ UNCLASSIFIED 


ACTUAL SIZE - 8" x 10 
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25X1 


25X1 


CONFIDENTIAL 


HB 


HAN DBOOK 

NO. 


CORKESBONDENCE - GENERAL 


d. Db^ument Control, Form 238 

This\six-part form is designed to provide/ intraoffice mail con- 
trol when'vthe volume of correspondence justifies using control measures. 
Generally Other transmittal or routing sli^fe are unnecessary when this 
form is usea\ / 

A 


PAPER PATENTED BT NCR CO. HC 6RESOI t WERNER. INC., Wa'^MINOTON 9, D.C. 

REPLACE “ FORM 38 -' OOCVlM 


FORM NO. 


I MAY BO 


238 


WHICH 18 OBSOLETE 


DATE OF DOC. 


SEC. CL. 


ORIGIN 


ENT CONTROL 

CONTROL NO. 


SP— 40523 j 

(13-4QT 


\ 


DATE REC’D 


DATE OUT 


SUSPENSE I^ATE 


TO 

FROM 

SUBJ. 


COURIER NO. 


ANSWERED 


NO REPLY 


CROSS REFERENCE OR 
POINT OF FILING 


s ROUTING 

DATE 

SENT 

\ 


\ 






\ ■' 


\ 


\ 






* 

\ 


X 


ENCE OR 
ILING 


NCE OR 
IlLING 


|iCE OR 
ING 


COURIER NO. 


ANSWERED 


NO REPLY 


COURIER NO. 


ANSWERED 


NO REPLY 


$ 


\ 


PCE OR 
ING 


COURIER NO. 


ANSWERED 


-v 


L°* 


COURIER NO. 


ANSWERED 


K 


1 



fcoURIER NO. 

ANSWERED 

NO REPLY 

— 


6 

If — — 

-63- 



EXHIBIT 1 

2 
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Materials for Assembling and Forwarding MsiaorgndTf Part VIII 

F. Courier Receipt and Log Record, Form 240 

All envelopes or packages containing material classified CONFI- 
DENTIAL and above, transmitted between buildings within or outside 
CIA, are customarily accounted for by a Courier Receipt. Receipts 
are prepared in an original and two copies. Copy one is inserted in 
the window pocket or securely attached to the envelope or package 
without a window pocket. Copies 2 and 3 contain logging informa- 
tion for use by the originator and the recipient. When log data has 
been added to the Courier Receipt, copy 3 shall be inserted inside 
the package to be delivered to the addressee. Copy 3 becomes the 
log record in the receiving office. 


FROM 

"E 492608 


DATE 

TO: 

TYPE OF MATERIAL 

| ENVELOPE (S) 


| PACKAGE (S) 

OTHER 


ORIGINATOR: DO NOT COMPLETE THIS COPY BELOW THIS LINE. REMOVE THIS COPY 

IF LOG DATA IS TO BE ADDED ON COPIES 2 AND 3. INSERT ONLY THIS COPY IN THE 
WINDOW POCKET, OR ATTACH SECURELY TO ENVELOPE OR PACKAGE WITHOUT A 
WINDOW POCKET. 

SIGNATURE OF RECIPIENT (NOT INITIALS) 

DATE AND TIME OF RECEIPT 




COURIER’S RECEIPT 


1 


FORM 24Q 
6-60 


USE PREVIOUS 
EDITIONS 


<24-25) 


COURIER RECEIPT AND LOG RECORD 


SAME SIZE AS SHOWN 




5 
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Part VIII Materials for Assembling and Forwarding Memoranda 


G. Document Receipt, Form 615 

A Document Receipt is required for all ^memoranda classified 
SECRET or CONFIDENTIAL transmitted gtitside CIA. Its use is 
optional for classified memoranda transmitted within the Agency. 
Document Receipts are prepared in an original and one copy. The 
original is transmitted with the memoranda; the duplicate copy is 
retained until the original Rearing the recipient’s signa- 

ture is returned. The duplicate copy/is then destroyed. 


CENTRAL INTELLIGENCE AGENCY 

DOCUMENT RECEIPT 

SENDER Of DOCUMENTS) _ 


NOTICE TO RECIPIENT 

Sign ond Return as Shown on Reverse Side 


DATE DOCUMENT(S) SENT 


IldlW 


: DOCUMENTS) SENT 



fOKM # | r USE PREVIOUS EDITIONS 


TO: CIA RECIPIENT 


Place signed receipt * outgoing messenger box for return to sender of document 
through agency messXger service. \ 

TO: NON-CIA RECIPIENT / \ 

Place signed receics in envelope and transmit to\ 


CENTRA/lNTELUGENCE AGENCY 
2430 E/TREET NW. 

WASHINGTON 25, D C. Stop 64 
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Part VIII Materials fo r Assembling and Fcfrvarding Memorandums 


ft* SbaaBesfe Jkwd pt, T&m 615 

A Document Receipt is required for all correspondence classified 
SECRET transmitted outside CIA. Its use is optional for SECRET cor- 
respondence transmitted within the Agency and CONFIDENTIAL material 
forwarded outside CIA. Document Receipts are prepared in an original 
and one copy. The original is transmitted with the correspondence; 
the copy is retained by the sender until the original bearing the 
recipient's signature is returned. The copy is then destroyed. 


CENTRAL INTELLIGENCE AGENCY NOTICE TO RECIPIENT 

DOCUMENT RECEIPT Sign and Return a* Shown on Reverse Side 

COURIER REC NO. DATE SENT 

SENDER OF DOCUMENT(S) 

ROOM BLDG 

DATE DOCUMENT! S) SENT 

DESCRIPTION OF DOCUMENT! S) SENT 

CIA NO 

DOCUMENT DATE 

COPIES 

DOCUMENT TITLE 

ATTACHMENTS 

CLASS 







RECIPIENT 

ADORESS OF RECIPIENT 

SIGNATURE (ACKNOWLEDGING RECEIPT OF ABOVE DOCUMENT(S)) 

OFFICE 

DATE OF RECEIPT 


FORM # | r USE PREVIOUS EDITIONS (33) 

1 2-6 1 0 I J 


FRONT 


TO: CIA RECIPIENT 

Place signed receipt in outgoing messenger box for return to sender of document 
through agency messenger service. 

TO: NON-CIA RECIPIENT 

Place signed receipt in envelope and transmit to: 

r n 

CENTRAL INTELLIGENCE AGENCY 
2430 E STREET NW. 

WASHINGTON 25, D.C. Stop 64 

l_ J 


BACK 

ACTUAL SIZE - 3?" x 7y" 
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CORRESPONDENCE - GENERAL 


i. Postage Slip, Form 239 


A Postage Slip shall be completed and attached to each piece of 
correspondence which will require special postage or handling. Envelopes 
and labels which beam* the penalty indicia may require additional postage 
for special type services. In completing the Slip, indicate the type of 
mailing service desii^d, and fill in each pertinent space except the box 
marked "For Use by Central Mail Only." In addition, type the words "DO 
NOT METER" if for security reasons the postage should not be affixed by 
a postage meter. 


NOTE: A single Postage Slip may be used to cover a group of letters if 
each letter in the group requires only first class postage. For 
such cases, type the word "various" in the addressee box on Form 
239, followed by the number of addressees in parentheses. Attach 
a listing of these ’addresses. 

Postage Slips will be required when the originator of registered cor- 
respondence desires a Return Receipt Card for Registered Mail, Post 
Office Form 3811. 


SEE INSTRUCTIONS QN REVERSE SIDE POSTAGE SLIP 


THE ATTACHED O^ICIAL MATERIAL REQl)|RES POSTAGE FOR THE FOLLOWING PURPOSE : 

I 1 AIR / 1 I SPECIAL I I FIRST 1 1 1 1 ('rETURn' RECEIPT 

| | MAIL / | | DELIVERY 1 1 CLASS | | REGISTERED | | REQUESTED) 

PARCEt OTHER 

POST. f EXPLAIN FULLYT 

IPOST ■— 11 


ADDRESSEE / 

FOR USE BY CENTRAL MAIL ONLY 

WEIGHT 

ADDRESS - 

SENDER / 

j 

OFFICE j \ 

\ 

POSTAGE 

AFFIXED 

DATE TELEPHONE EXT.* 


FORM NO. OC_« I 
DEC 1SU 33 1 » 


SAME SIZE AS SHOWN 

EXHIBIT 17 

- 68 - 

OOBFIBgHgft L 
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FO R OFFICIAL USE ONLY 

Materials for Assembling and Forwarding Meaoranduas Part VIII 


II. Postage Slip, Form 239 

1. A Postage Slip shall be completed and attached to each memo- 
randum which will require special postage or handling. In com- 
pleting the slip, indicate the type of mailing service desired, and 
fill in each pertinent space, except the box marked for use by “Central 
Mail Only.” In addition, type the words, “DO NOT METER,” if for 
security reasons the postage should not be affixed by a postage meter. 

NOTE: A single Postage Slip may be used to cover each letter in the group 
of letters if each letter in the group requires only first class postage. For 
such cases, type the word, ‘^various,” in the addressee box on Form 239, 
followed by the number of addressees in parentheses. Attach a listing 
of these addressees. 

2. Postage Slips will be required when the originator of * registered 
Memorandum desires a Return Receipt Card tor Registered Mail, Post 

Office Form 3811. 


SEE INSTRUCTIONS 
ON REVERSE SIDE 


REQUEST FOR POSTAGE 


REQUIRED SERVICES 


□ 

□ 

n 


FIRST CLASS 

□ 

PARC a POST 

AIR MAIL 

□ 

FILM OR BOOK RATE 

SPECIAL DELIVERY 

□ 

IN^lIRFD fUAIIlF 1 

REGISTERED 

□ 

SPECIAL HANDLING 

RETURN RECEIPT* 

□ 

DELIVER TO ADDRESSEE ONLY* 


□ 


OTHER (EXPLAIN FULLY ^ 


•available only on registered and insured mail 


ADDRESSEE 


ADDRESS 


ORIGINATING OFFICE 


CENTRAL MAIL ONLY 


POSTAGE AFFIXED 


7^2 M 239 Us€ previous editions 


SAME SIZE AS SHOWN 


for mil use m 
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HA.TE1IAIS £UK ASSEMBLING AND FORWARD IHG . memorandums PART VIII 


I . DOCUMENT CONTROL, Form 238 

mis six-part form is designed to provide intra-office mail control 
when the volume of correspondence justifies using control measures, 
renerally other transmittal, or routing slips are unnecessary when 
this form is used. 



mwm. use eatr 
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CORRESPONDENCE HANDBOOK 


PART IX 

REGISTERED MAIL AND 
AGENCY MAILING PROCEDURES 
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Registered Mail and Apsrmv Mailing Procedures 


Part IX 


INDEX 


Page 

A. General 

B. Procedures * ■' 
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Registered Mail and 

Agency Mailing Procedures 


Part IX 


A. General 

United States postal regulations require that 
return addresses on registered mail include the 
name of the Agency. Domestic pwaoremdums and Ut- 
ters with a defense classification of SECRET or 
CONFIDENTIAL forwarded outside the Agency as 
registered mail will be accompained by a completed 
Form 239, EXHIBIT I. 

B. Procedures 

Each division or component is responsible 
for preparing the envelopes and the documentation 
required for all correspondence it forwards through 
registered mall facilities. 

1. The return address to be used for official 
overt domestic mail when there are no security 
restrictions is: 

CENTRAL INTELLIGENCE AGENCY 
WASHINGTON, D.C. 20505 

Penalty indica envelopes will be used. The return 
address will be placed in the left corner above the 
notation, "official business," and needs no other 
sender identification. 

2. Mail forwarded as registered mail using the 
Agency as a return address is to be accompained by 
a copy of Form 239, "Request for Pos tage," w ith the 
appropriate blocks completed. (See EXHIB IT I.) The 
originating office should be shown along with the 
originator’s true name on the form. No tape of any 
kind should be used on registered m a il . 


1 

-FflU-WW L USE OM tf- 
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